
. ~ L I C A T I O N  FOR RECORDS DISPOSITION STANDARD 
I ,i 

ISTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Srstems Division 

Division of Budget and Analysis 
2200 Peachtree Summit 
401 West Peachtree Street, N.E. 
Atlanta, Georgia 30306 

4. Person to Contact 

Dot Sims 
~ .- __ 

7. Action Recruesled 
a. 

c. Amend Application No. 7&275-- Check One: 0 Change; 0 Supercede: &Void 

c1 Establish Retention Schedule; retort' ill continue to aCcumUlate. 

b. 0 Dispose of present accumulation; no I" urther accumulation anticipated. 

~- 
5. Dates of  Series 
Earliest Latest 

9. Records Series Title /fol/owed by rirle used in office; if d i f f e r e n r  

Federal Grants File 1 0. Division and Office Function Whar _. is the function Of the Division and the Office in which this record series i s  created? 

SEE ATTACHED. 

- - ~~ 

1. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbers end titles, if anv): 
Attach samples of the file. 

This function is no longer being performed. 

included are: 

Flle IS arranged: 

.- _-__I - 
2. Monthly Reference Rate 

One 10 six months old 

twenty-five months and older _____ ? 

How often are records referred to which are: 

;Seven l o  twelve months old--.-- ;Thirteen to twenty-four months old ; 

- ---~-_I_ 

3 .  Annual Rate of Accumulation of Records 

- ;Shelves -___ ; Other / s p e d v )  . Letter-size drawers ; Legal-size drawers ~~ 

3012 13/76] 



scheduled separately? - 
___ ______ I. 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

I s  the information contained in this series ever published? I f  yes. attach copy. --- 
~ 

- 

- j. Does - the .- record . series result in a computer printout? .___ 

~. If yes, attach copy. ___ _ _  - 
h. I s  there a duplication of this series in your office, or in another office or agency? 

d. Audit period years. 

e. Administrative need ~ years. 

f. Federal retention instructions ___ years. 

a. State Law years. 

b. Statute of limitation __ years. 

c. Federal law years. , 

Attach copy or excert of laws or regulattons. Explain administrative need. 

___ _I.- ~ --_- ~ _ _ - -  ___ __- 
6. Approved Disposition Instructions This agency recommends that the file series h e  cut 011 a1 lhe end of each: 

Calendai Yea,; 111 Fiscal Year; 111 Other then. 

monthls) year(s1; then 0 Hold in the current files area 

0 Transfer to local holding area; hold -~ yeark); then 

0 Transfer to State Records Center: hold 

0 Destroy. 

0 Transfer to Slate Archives lor permanent retention. 

LI Other fSpecrfvl 

year(s1; then 

These insttuctioris apply 10 a l l  prior ancl luiure .tccumulations 0 1  the setles 

.I 



marta 2 3 3 ~  17 
Application for Records bspdsif'on srtandad 
-1 Address 

MARTA 

*at is the function of the office in which this record series is  created? 

The Division of Budget and Analysis is responsible for development and installation of 
operating and capital budgets for all Fits of the Authority, conducting ongoing analysis 
and review to ensure that ax enditures do not exceed amounts budgeted and/or authorized, 
performing continuing resear E h regarding cost aspects of MARTA'S programs and policies, 
and €or comprehensive analysis of revenues. 
for coordinating financial matters with other local governments, the preparation andfor 
review of MARTOC financial reports, and supporting other Divisions who may have special 
budgetary control problems. 

In addition, the Division is responsible 

mis file contains the followinn documents: 

f 
Documents relating to budget analysis of Federal grants. 

,Tiyes include copies of financial status reports, expenditure repor-, and 

analysis of these reports and studies. 
included. * 

File is arranged numerically by grant number. 

< .- c 
* 

v'++,'tekhnical studies relating to grant:' ahd papers reflecting the Divisidn's I *Hi' 

Also, related correspondence is 



QU&TIONA\RE C p l o u  an x In the proper box. If okewer is *Ye$' pkose explain.) 1 . '  
13 Is th i s  the Record COPY of the series? (Accounting has original copy) 

of Grht  f 
Dve, la No 

0 yes 

c] yes uo 

OYe5R No 

I+ Is there a duplication of this  series i n  another off ice  or  agency? p.; No 
x e t r r s  1 2  N O T  te-PkT9 dupll.<ap+ i 

15 Is the information contained i n  this  series ever:slmrmarized o r  published? 

16 Does the  series contain classf€ied information requiring securtty handling? 

f 
I 

17 Does the series i n i t i a t e ,  amend or terminate agency policies and procedures? 

16 Could the function be perEormed i f  the f i l e s  were lo s t  or destroyed? @ ye6 0 Eb 

19 Is the series (or major portion of i t )  regularly microfilmed? If yes, why? memo 
ZD Does the record Beries provide dap + as input ' to an EDP f i l e ?  I z )~esQ NO 

I 

21 Does the tecord ser ies  contain aocumentation produced as EDP printout? CI*RN~ 
22 

23 

Has the Federal Government issued instructions governing the retention/ disposition of these f i les?  m% a No 

W i l l  there be a need for these records 10, 15 years fron now? I f  yes. what? 
UMTA Operating Manual 

CYcS$INo 

The following requires the f i l e s  to be kept 
tor ihe rrttntion requirement. 

4 years: CCIte or atk0c.h copy of Law, Statute. or other reason 

By decision of the Director of Budget and Analysis. 

a Administrative Historical 0 Decision 0 Value 
State Statute of Audit 0 Law 0 Limitation 0 Period 

K RtcOMmwDAT\ON8 - - & M a :  This hit recommends that the f i l e  series be cut off a t  the end of each 

UCalendar Year Fiscal Year Other , then: 

' .1d . . . . . .  , r~.Xu: .~ 
L 

Ollold i n  the..current flles area 

nold 

'1 - . .  /yearr:.then @ Transfer to  7 State Re.cords Center; 
1 

i 
. . . . .  . .  . .  r . :  ' 

2 -Ih years; then BDeitroy; or ' Ohansfer ,  to State Archives, for permanent 
. .  

ODestrov af te r  cut-off. 
Operatlnq \wrrrctio~ : 



/ 

DIVISION OF BUDGET AND ANALYSIS 

Functions 'and Responsibilities 

The Division of Budget and Analysis is responsible for developing 
and implementing the operating budget of the Authority and review- 
ing the capital budget; conducting ongoing analysis and review to 
ensure that obligations and expenditures do not exceed amounts 
budgeted and/or authorized, performing continuing research regard- 
ing cost aspects of MARTA'S programs and policies, and for compre- 
hensive analysis of revenues and expenses. 

The Division is responsible for coordinating financial matters 
with other local governments. The division also provides other 
divisions within the Authority with budgetary assistance. Other 
responsibilities are to assist in developing adequate and timely 
intermediate and long-term financing, to develop and maintain a 
comprehensive financial plan to serve as a tool in managing the 
MARTA program, to maintain the Authority's organizational manual, 
to review and analyze all proposed organizational changes and to 
recommend changes in organization, and to conduct special manage- 
ment studies as requested by the Office of the General Manager. 

<t 


